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PURPCGE OF MANUAL

This manual describes a form for the evaluatlon of students
while in training and provides the specifie informatlon necessery
for 1ts use as a besic tool in the system of training evaluation,

The system makes explicit recognition of the division of
yeaponsibility between Training Staffs and the Assessment and
Evaluation “4aff, The former determine what i1s taught, how it
is sub-divided for evalustion purposes, and the importance of
sach sub-division in arriving at sn overall eweluation, The
latter i{s responsible for the messurement aspecis of all evalua~
tions snd the determination of which perscnality traite or attie
tudes arc feazibla of measurement in & psrticular situatienm,

The marual is divided into two parts, Part I 4z a geneval
discussion of the training ewaluation systenm and the principles
followed in itz development; Fart II contains the specific instruo-
tion= for completing = form which is to be utilized as s basie
fratyument in a1l courses where evaluaticn is conduoted,
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Part I

A. Iurpose of the Forp

B,

1., The prisary purpose of a training evelustion form is to provide a
roport to students! supervisors of vhat the student leayned and how well he
learned 1%, A subeidiary, although still major puwrpose, is to provids fne.
formation useful for asssignment and earesr managsment purpeses, In the light
of this dual purpose, the form has been designed to obtain veports om the
knovledge and skills taught as speaific goals of the course and vhatever
skilla, traits, or attitudes can be observed during the course, Frovision
is made for oollection of ineidental observations which, while not of value
when reported in a single course, may assume value vhen added to information
obtained from other sourses or Job performsnce, The form is pot deaigned as
2 perscanel action instrument, but as a means of repording transpdtting
informstion which, when integrated with other information, will ald in deal-
ing wisely with the individusl,

2, Seweral specific principles were kept in mind in designing the pro.-
cedure and form, The procedure is aimed at obtaining an integrated pleture
of the individual over his entire tmaining period, The form perpmits flexi.
bility both In terms of vhat kmovliedge and skills are taught and what be
observed, Changse can be mads In the course amphasis without altering
form, The prineiple is emphasized thal only what ean be obssrved or messured
should be reported, Ratings are obtained only when situations permit the
necessary kind of chemervation, Questions on matiers of importance for whish
systematisc cbservation is not possible sre included to plek wp ascounts of
significant incidents that are observed, Vhere incidental observations of
personality traits are recorded, Inatructions oall for only those that really
characterise the student in an cutstanding merney,

3., In recording the Infurmation an effort hes been made to make It as
explicit as possible to ald in meaningful interpretation., Instructors?
evaluations and judgnents are distinguished from faels sush as obfectiw
test soores or other mmerical meammes, The fact of the student's stand
ing in relation to course stendards is dis hed fyom the evaluation of
his performance In terms of his normal ¢ tive group; e.g., taking into
account his age, exporience in CIA, grade, and type of career, There is alse
a distinction made batween what is systematically taught and what is incl.
dentally observed. Finally, there ars distinotions made among Imowledge,
gkille, and other charsctoristios which are reported,

1. The forwme will be completed partly by the Asscosment and Evalusntion
Staff and partly by the instrueticnsl staff,
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2s JTdentifying information and objective seores will be entered om the
forms by the Assessment and Bvaluation Steff in the early part of the course
prier to turning ther over to the instructional staff for completion, The
completed evaluation will be signed by the chief instructor or a momber of
the instructional steff designated by him, and returned to the Assesoment
and Yealuation “taff for transmission to appropriate offises. The secomd
part of this manusal provides speeific informmtion and directions to gulde
instructors in peing the form,
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Part II
SPECIFIC INSTRUCTIONS

1. Purposer To provide necessary identifying information about the
student and his cowrse attendance record, :

2., A/ responsibilitys To secure the necessary ldentifying informem
tion from the Registrar and (with the exesption of abmences) to complete this
saction of the peport prior to the end of the course but before turning the
report forms over to the chief instruetor,

3, Instrustors! respansibilityt To enter the mumber of absences to the
nearecst half-day; e.g., 2 1/2,

1, Purposes To record sbservetions of any ocutstanding incldent vhich
may be of significinee {rom a career point of view, This section consists of
severnl questions having ismportant irplications but for whish the conditions
of a partieular course do not provide a basis for making fine distinections,
These questione oall only for a "Yes" or "No' suswer, In cach case the "Yee®
answer is the one having possible significance, and a brief description of
the type of bohavior observed should be given in sush ocasea, The first fiwe
of these %matim concern ineidemts vhich mey bave tive implisations for
a stulent's career potential, vhile the last (F.) asks for suy outstanding
trait or charasteristie, whether favorable, neutrsl, or umfavorables, Mention
of eharacteristics ranging from a very specific irritatdng habit to a tem~
pavamental disposition vould be eppropriate here. "Tes" snswere will be rare
where there iz Jimited opportunity for observation.

2, Instructors' responsibilitys a. To enoirels "Yez" or "Ho" as
priate for esch question, b, To give a brief deseription of the behavior obe
served 83 the teasla for each "Yes® answer,

Notet The appropriate training officinl should insure that eash
instrustor participate in the mnewering of the questicems, Note further
that for Questions A through E, being based on specifis observallon, it
i3 not necessary for instructors to agree for the questions to be answered
Yoz " Thue, obwervation on the part of axy ons instruetor should de
indieated by a "Yes" snswer, Faxplanation of "Tes" snewers should ine
elude the muder of ineidents wpon vwhich the answer 1= bssed,
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coption 1li: Khowleds

o

- 1, Parpese: To provide both relative mumerieal standings and instructors®
evaluation of the degree of mmstery of course content, The relstive standing,
which is besed upon exanination, reports, and other mumerieal grades, will be
in terma of centiless, A centile score tells what percent of people in a grow
an indlvidual exceeds, Vor exemple, a centile score of 75 means thet the
student's score 1s botter than those of 75% of the group with which he is

baing compared, The evaluation, vhich 1s in terns of a "swperior-excellent-
satisfactory-poor-failure® scale, is a Judgment bassed uwpon all information:

tent soores, Interviewe, Inmpressions based wpon class participation, ete,

This evaluation 1s therefore broader than the eantlle standing, and may not

corvespond to it in every case, Overall moademic eveluations ave also ine
cluded in thie sections overall standing, combining all the test scores and
other numericsl date, and sn overall evaluation made by the instructors,

2. Instrustore! responsibilities: a, To notify A/E at the begimning of
the course of the list of teples or cowrse componente for wvhich meparate grades
will be given, and the relative woight to be assigned to sach, b, To supply
AR with nomerical test scores for sach toplc or ecomponent of the pourse as
soon a8 it is feasidle after testa have been soored, e, To write in the "Ine
structors? Rating,” using the abbreviastions "Sup, "Ex,* "Sat," *Poor," "Fall®
for the corresponding secale categoriss,

3, A/E responsibilitiess a, To complete the colum headed "Contile Standw
ing,* b, To Indleste the nunber of students and mmber of classes upon vwhich
the eentile standings are bassd, e, To farnish Instructors Information concern-
ing the distribution and lsvel of ability of a particulsar elass to permit cali-
bration of the svalustion scale from class to elass, This information will be
supplied as somn as 1t is secwmlated,

1., Pfuwrposet a, To record Information concerning skillas cbserved during
the course, DEvaluationa will be by instructors and/or students. Instructors?
ratings may be based on eocurse inetruetion or incidental ohaervations, The
“Course Instruction” columm will be used to report ratings on skills vhich are
specifically intended {0 be an outcome of the ecourse, Numerical gredes and
evaluations will be made for these, The "Incidental Cheervation” coluem will
be used to repert evaluations ("Superior,”Excellent,” ete,) of skills wvhich
mey bo ohserved for every student In a class, Mvﬁmmmwﬁwm
goals of the course, 4 skill should be rated for - student In o olass 1f
rated for anyone, whether 1t be Judged sz "Course Inatruetion™ or as "Isnci-
dental Observatlon.” b, Skills to be rated umder “Course Imstruction” will
be determined by A/FE efter conferences with instructors, These comferences
normally wvill be held prior to the beginning of the scourse, Two skills with
gomo possibility of being observed in wost cowrses are llsted on the form,
¢. Assooiate ratings of skills will be in terms of centile standing, Skills
to be rated by sssoniates will be determined by the A/E Staff, d, The growp
used za the basis for centile secores will be entered by A/E,
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2, Instroetors' responsibilitiess a, To inform 4/E of the skills to be
roted on the basie of "Course Instruction,” b, To oomsult with A/E to deterains
what skille wiil be rated on the basis of inecidental obzervaticons, e, To enter -
ratings of skills that are evaluated,

3, A/E responeibdilitiest a, To determine the skills to be rated by assow
clates, b, To decids afteor conference with instrustional steff, akills o be
rated by instructors on basis of ineidenta) observation, o, To devise prow
cedures for obtaining ratings, d. To enter centile standings.

E, btituden and DPe 114ty .
1. Pupose: To accumilate information conecerning personality traits and
attitudes whieh mar be useful in emreer plamning,
2. Instructors! responsibility: ‘dminister or complete rating forms whisch
«111 be provided by AL when ratings are to be made,
3, A/E vespensibilitiess a, Yo determine the traits or attitudes, if any,
40 be rated in each course and provide procedures for obtaialng them, b, Te
enter cantile soores
F,

1. Purposer To provide for =n overall evaluation of the studeni's per-
formance by the instructors, bared on all of the information avallable from
both formal evaluatioms throughout the course and Informal observatlons of the
student, This evaluation should permit the consumer to evaluate the siudent
in respect to his normel competitive growp, i.e,, to take into ascount his age,
Agemey experience, grade, and general area of work.

2, Instructors! resp npsibilities: a. To determine an overall rating for
each siudent and enter it on the form, ‘

3, A/E responsivilityr None,

1. Parpose: Txplaim sny factors not reported clsevhere vhich may be of
interest in interpreting the evaluation of the student, The information may or
may not concern extenuating cireumstances. This seetion should be lef't blank
ynless there is available important Information ppi already reported,
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